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HRMS Organizational Management 
Reallocate Position 

Organizational Management Processor uses this procedure to reallocate a position, using transaction code PO13. 

IMPORTANT–PLEASE READ!! 

  

  

1. Enter transaction code 
“PO13” in the 
Command field and 
press Enter, 

OR 
Follow the menu tree: 
Human Resources→ 
Organizational 
Management→ Expert 
Mode→ Position. 

 

 

 Notification of approval for reallocation is required. 

 If the reallocation affects other infotypes for the position, they will need to be updated. 

Example: If a position gets reallocated from “represented to non-represented” or “non-represented to 
represented,” copy/create a new Account Assignment feature changing the personnel subarea. 

 Complete the Position Reallocation Worksheet to help with gathering information to assist in the process. 

PO13 
 

http://hr.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/position_reallocation_worksheet.doc


Reallocate Position (cont.)  

HRMS Job Aid: Reallocate Position Page 2 of 6 
9/28/15 

 

2. Enter the number of the 
Position you wish to 
reallocate. 

3. Click  Enter. 

If Select 

You need to 
change the 
Object name 
(working 
title) 

Continue 
with the 
steps. 

You do NOT 
need to 
change the 
Object name 

Skip to 
Step 11. 

 

4. Click the box to the left 
of infotype Object. 

5. Click  Copy. 
  

  

6. Enter the effective date 
in the Validity field. 

7. Enter the working title 
of the position in the 
Object name field. 

8. Click  Enter. 

9. Click  Save. 

10. Click Yes on the Object 
Create box. 
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NOTE: If you use a future date 
in the Validity field, the main 
PO13 screen will not reflect 
the new position name until 

that date. Click  
Overview to view the new 
record in the List Display. 

Click  Back to return to 
the previous screen. 

 

 
  

11. In the Time period area, 
click the button to the left of 
All. 

12. Click the box to the left of 
infotype Relationships. 

13. Click  Overview for 
a list of actions associated 
with the Relationships 
infotype. 
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14. Click the box to the left of 
the correct Relationship for 
Job. The Relationship Text is 
“is described by” and the 
Related object type is C. 

15. Click  Copy. 

 
  

16. Enter the effective date 
in the Valid from field. 

17. Enter the HRMS number 
of the related object in the ID 
of related object field. 

18. Click  Enter. 

19. Click  Save. 

20. Click Yes on the 
Relationships Create box. 
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21. The entry just created is 

highlighted. Click  Back to 
return to the previous screen. 

 

   
NOTE!! If there are changes to 
the position’s Personnel 
subarea (represented to non-
represented, etc.) or 
Collective Bargaining Unit, the 
Acct. Assignment Features 
must be updated BEFORE 
creating a new Planned 
Compensation record. 

22. In the Time period area, 
enter the effective date of the 
reallocation in the From field. 

23. Click the box to the left of 
infotype Planned 
Compensation. 

24. Click  Create. 
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25. Verify the effective date 
of the reallocation in the 
Valid from field. 

26. Click  Enter. 

27. Click  Save. 

28. Click Yes on the Planned 
Compensation Create box. 

If necessary, update the 
Cost Distribution, Acct. 
Assignment Features, 
Employee Group Subgroup, 
Work Schedule, 
Relationships (for Position 
to Position or Position to 
Organizational Unit 
relationships), Description, 
Vacancy, and Address 
infotypes to reflect any 
changes due to the 
reallocation. 

This completes the 
transaction to Reallocate a 
Position. 

 


